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A pandemic refers to a global disease outbreak.  An Influenza Pandemic occurs when a new influenza virus for which people have little or no immunity spreads to global proportions.  Since the disease has the potential of spreading rapidly and threatening the lives and well being of the workforce, it is necessary for facilities and staff offices to immediately begin planning for ways to minimize the impact of a pandemic on the day-to-day operations of their organizations.  The Office of Human Resources Management (OHRM) is providing guidance to all HR offices on developing a plan of action that would enable VA to protect its workforce, fulfill its mission objectives and continue operations in the event of a pandemic/emergency health crisis.  A pandemic influenza outbreak is likely to cause an elevated level of absenteeism as employees and their family members become infected.  This would lead to the need for leave and flexible work arrangements to accommodate employees while meeting organizational goals and objectives.

The purpose of this guide is to provide HR offices with recommendations on how to plan for an outbreak to include guidance that would lay out specific policies for dealing with leave and pay flexibilities, hiring authorities, alternative work arrangements, including Telework, and other critical human resources issues that management could be faced with at the onset of a pandemic influenza outbreak. 
Utilizing information from your Emergency Preparedness Plan and Continuation of Operations Plan (COOP) will make the task less overwhelming.  In addition to this guide OHRM has developed templates to help you prepare for an emergency, and the following websites are excellent sources of information and updates as you develop a plan for your facility: 

http://vaww1.va.gov/ohrm/EmergencyPrep/EmerPrep.htm
http://www.publichealth.va.gov/flu/pandemicflu.htm
http://vaww1.va.gov/ohrm/pandemic (not yet operational)

http://www.opm.gov/pandemic/index.asp
http://www.pandemicflu.gov/plan/federal/index.html
https://www.opm.gov/emergency/PDF/ManagersGuide.pdf
http://vaww1.va.gov/ohrm/WorkLife/HealthWellness/Environmental/Environmental.htm
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Develop the Plan

· Establishing a Pandemic/Emergency Planning and Preparedness Team

· Select a Team Coordinator and Team members representing the major services of your organization, and who would have the capability to operate from an on or offsite location.  The primary responsibility of the team would be the development of a pandemic preparedness and response plan in case of an outbreak.   
· Communicating and Educating
· Compile pandemic information from websites, pamphlets, and brochures to distribute and educate your employees about Pandemic Influenza, preventive and infection control measures, safety, and use of Personal Protective Equipment (PPE). 

· Develop a pandemic Frequently Asked Questions (FAQ) handout. 

· Ensure that all employees are apprised of your Emergency Communications Plan, how it is supposed to work, and when it will be effected.

· Ensure employees know where to access information and who to contact. 
· Alter or modify communication patterns that require face-to-face contact to prevent the spread of disease and adopt alternative means of communication such as use of emails, telephones, websites, instant messaging, teleconferencing, video conferencing and teleworking.

· Establish a methodology for informing employees when the emergency communications plan is in effect.

· Enhance Information Technology (IT) and communication capabilities to accommodate employees’ telecommuting and remote access needs.

· Conducting an Assessment of the Workforce to Maintain Continuity of Operation
· Identify the minimal amount of essential personnel necessary to accomplish the mission of the organization. 

· Communicate to all employees who are considered essential and non-essential personnel.

· Provide a list of essential and non-essential personnel, including their home and work telephone numbers, grades and positions. 

· Maintain a list of employees’ skills and areas of expertise.
· Train and cross-train employees for effective succession planning.
Addressing Employee Worklife Issues

· Ensure all employees are aware of available resources so they are better equipped to handle added stress created by family illnesses, grief, or loss of family, friends and coworkers, through EAP counseling, Worklife4You program, Health and Wellness programs, etc.
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Addressing Employee Worklife Issues

· Present Plan to the Organization  
· Communicate the plan to the incorporate scenarios
· Develop procedures for implementing policies

· Suggest practices that would minimize physical contact
· Testing the Plan for Efficiency

· Determine procedures for implementation

· Review and revise the plan 

· Organize periodic drills 

· Making the Plan Accessible
· Use a multi media approach – website, hotline, brochure, flyers, templates

· Hold Monthly Conference Calls or Forums

· Additional Resources Provided by the Office of Personnel Management

	· Hiring Flexibilities 

[36 KB] 

· Leave Flexibilities 

[40 KB] 

· Pay Flexibilities 

[16 KB] 

· Benefits 

[19 KB] 
	· Alternative Work Arrangements 

[19 KB] 

· Information Regarding Overseas Employees 

[30 KB] 

· Miscellaneous 

[16 KB] 
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Scenario #1.   You have 20 Food Service Workers in your Nutrition and Food Service.  Currently, 15 of those employees are affected by the flu and are unable to come to work.  These positions need to be filled temporarily until the sick employees can return to work.  What hiring flexibilities are available to enable you to continue to provide food production and delivery services?

The following hiring flexibilities could be used without obtaining OPM approval:

· Direct Hire Authorities (Government-wide and Already Approved);

· Thirty-Day Critical Need Appointments;

· One-year, 1040 Hours per Year Appointments in Remote/Isolated Locations;

· Reemploying Former Federal Employees;

· Career Transition Assistance Plan (CTAP) and Interagency Career Transition Assistance Plan (ITCAP);

· Agency Reemployment Priority List;

· 120 Days or Less Appointments; and

· Using Private Sector Temporaries 

Scenario #2.   You have 5 Medical Technologists, GS-644 in your Pathology & Laboratory Management Service.  Currently, 3 of those employees are affected by the flu and are unable to come to work.  These positions need to be filled temporarily until the sick employees can return to work.  While ensuring that all licensing and certification and credentialing requirements are met, what hiring flexibilities are available to enable you to continue to provide laboratory services?

The following hiring flexibilities could be used without obtaining OPM approval:

· Excepted Appointments NTE under 38 U.S.C. 7405 (a)(1)

· Reemploying Former Federal Employees;

· Detailing former Medical Technologists (provided they meet current qualification requirements) from administrative positions.

· Using Private Sector Temporaries 

Scenario #3.   You have 5 Medical Technicians, GS-645 in your Pathology & Laboratory Management Service.  Currently, 3 of those employees are affected by the flu and are unable to come to work.  These positions need to be filled temporarily until the sick employees can return to work.  While ensuring that all licensing and certification requirements are met, what hiring flexibilities are available to enable you to continue to provide laboratory services?

The following hiring flexibilities could be used without obtaining OPM approval:

· Direct Hire Authorities (Government-wide and Already Approved);

· Thirty-Day Critical Need Appointments;

· One-year, 1040 Hours per Year Appointments in Remote/Isolated Locations;

· Reemploying Former Federal Employees;

· Career Transition Assistance Plan (CTAP) and Interagency Career Transition Assistance Plan (ITCAP);

· Agency Reemployment Priority List;

· 120 Days or Less Appointments; and

· Using Private Sector Temporaries 

Scenario #4.   You have 45 Registered Nurses in your hospital.  Currently, 30 of those employees are affected by the flu and are unable to come to work.  These positions need to be filled temporarily until the sick employees can return to work.  While ensuring that all licensing and credentialing requirements are met, what hiring flexibilities are available to enable you to continue to provide nursing services?  

· Excepted Appointments NTE under 38 U.S.C. 7405 (a)(1)

· Detailing former RNs (provided they meet current qualification and license requirements) or RNs functioning in administrative capacities to direct patient care units.

· Using Private Sector Temporaries 
Scenario #5.   You have 20 Veterans Service Representatives in your Veterans Service Center.  Currently, 15 of those employees are affected by the flu and are unable to come to work.  These positions need to be filled temporarily until the sick employees can return to work.  What hiring flexibilities are available to enable you to continue to provide veterans benefits services?

The following hiring flexibilities could be used without obtaining OPM approval:

· Direct Hire Authorities (Government-wide and Already Approved);

· Thirty-Day Critical Need Appointments;

· One-year, 1040 Hours per Year Appointments in Remote/Isolated Locations;

· Reemploying Former Federal Employees;

· Career Transition Assistance Plan (CTAP) and Interagency Career Transition Assistance Plan (ITCAP);

· Agency Reemployment Priority List;

· 120 Days or Less Appointments; and

· Using Private Sector Temporaries 

WEBSITES WITH ADDITIONAL PANDEMIC/EMERGENCY HIRING INFORMATION

The following website links may be helpful in obtaining additional hiring information for a pandemic health crisis or other emergency.  Click on the title to connect to the link.

General
OPM Pandemic Guidance
OPM Direct Hire Authority Fact Sheet
Hiring Flexibilities
OPM’s Federal Hiring Flexibilities Resource Center
HR Flexibilities Available to Assist Federal Employees Affected by Severe Weather Emergencies and Natural Disasters
Federal Acquisition Regulation
Title 5 United States Code
Title 38 United States Code
5 CFR (Code of Federal Regulations)
Hiring Flexibilities That Require OPM Approval
One-Year Temporary Emergency Needs Appointments
Reemploying Annuitants Without Salary Offset
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Agency-Specific Schedule A and B Appointments
Agency-Specific Direct Hire Authority
Reemploying Buyout Recipients
SES Limited Emergency Appointments
Hiring Flexibilities That Do Not Require OPM Approval
Direct Hire Authorities (Government-wide and Already Approved) 

Thirty-Day Critical Need Appointment
One-Year, 1040 Work Hours Per Year Appointments in Remote/Isolated Locations
Reemploying Former Federal Employees
Reemploying CSRS Annuitants Without Salary Offset Waivers
Reemploying FERS Annuitants Without Salary Offset Waivers
Employing Faculty Members
Career Transition Assistance Plan (CTAP) 
Interagency Career Transition Assistance Plan (ICTAP)
Agency Reemployment Priority List
120 Days or Less Appointments
Using Private Sector Temporaries
VA Guidance
VA Handbook 5005, Staffing
Veterans Affairs Acquisition Regulation
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Scenario #1.  You have been contacted by one of your employees who has informed you that she has been exposed to the Avian flu and cannot come into the office.  What leave flexibilities are available to this employee?
· 
Sick Leave

                      http://www.opm.gov/oca/leave/HTML/perssklv.asp







· 
Annual Leave

                      http://www.opm.gov/oca/leave/HTML/ANNUAL.asp







· 
Voluntary Leave Transfer Program

                      http://www.opm.gov/oca/leave/HTML/LVTRAN.HTM





· 
Emergency Leave Transfer Program

                      http://www.opm.gov/oca/leave/HTML/emerg.asp
· 
Use of Accrued Compensatory Time Off

                      http://www.opm.gov/oca/pay/HTML/COMP.htm



· 
Use of Accrued Compensatory Time Off for Travel

                      http://www.opm.gov/oca/pay/HTML/compensatory_time.asp
· 
Use of Accrued Credit Hours

                      http://www.opm.gov/oca/WORKSCH/HTML/Cred_hrs.htm


· 
Family and Medical Leave (12 weeks of unpaid leave under the Family and Medical 

                      Leave Act (FMLA).  An employee may substitute accrued annual and sick leave, as 

                      appropriate, for unpaid Family and Medical Leave. 
                         http://www.opm.gov/oca/leave/HTML/fmlafac2.asp
Scenario #2.  You have been contacted by one of your employee who is healthy, but is afraid of catching the flu, and does not want to come to work.  What leave flexibilities is available to this employee?
· 
Annual Leave (subject to the right of the supervisor to schedule and approve) 
                        http://www.opm.gov/oca/leave/HTML/ANNUAL.asp
· 
Use of Accrued Compensatory Time Off

           
http://www.opm.gov/oca/pay/HTML/COMP.htm


· 
Use of Accrued Compensatory Time Off for Travel 
                        http://www.opm.gov/oca/pay/HTML/compensatory_time.asp


· 
Use of Accrued Credit Hours

                      http://www.opm.gov/oca/WORKSCH/HTML/Cred_hrs.htm
· 
Use of Available Restored Annual Leave
http://vaww1.va.gov/ohrm/Directives-Handbooks/Documents/5011.doc#PtIII
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 Scenario #3.  One of your employees has informed you that she must care for her mother who has been affected by the influenza and lives in another state.  What leave flexibilities are available to assist this employee in this situation?
· 
Sick Leave for General Family Care and Bereavement Purposes

                      http://www.opm.gov/oca/leave/HTML/sickfam.asp 

· 
Sick Leave to Care for a Family Member with a Serious Health Condition 

                      http://www.opm.gov/oca/leave/HTML/12week.asp
· 
Annual Leave

                      http://www.opm.gov/oca/leave/HTML/ANNUAL.asp


· 
Family and Medical Leave (12 weeks of unpaid leave under the Family and Medical 

                      Leave Act (FMLA).  An employee may substitute accrued annual and sick leave, as 

                      appropriate, for unpaid Family and Medical Leave. 
                         http://www.opm.gov/oca/leave/HTML/fmlafac2.asp
· 
Use of Accrued Compensatory Time Off

           
http://www.opm.gov/oca/pay/HTML/COMP.htm
 

·            Use of Restored Annual Leave
http://vaww1.va.gov/ohrm/Directives-Handbooks/Documents/5011.doc#PtIII
Scenario #4.  You have an employee that appears to be ill during a declared pandemic influenza outbreak.  What steps should you take as a supervisor to protect the safety of this employee as well as the welfare of your remaining staff?

· If employee appears ill with pandemic flu-like symptoms, express concern that employee

           appears ill with pandemic flu-like symptoms and encourage employee to take leave and 

           seek medical care. Follow guidance received from CDC on pandemic influenza 

           symptoms and exposure criteria (once known). 

· If employee requests leave, approve the request for leave.
· If employee refuses to take leave consult Human Resources (HR) to determine if there is
           objective evidence of medical incapacity to perform duties of his or her position. 
· Consider use of on-site employee health services if available to assist in making this 
           determination.
· If there is objective evidence and employee still refuses to request leave, advise that 

           you have determined the employee is incapable of working and order employee to leave

           and place on excused absence.  

· Consult HR on next steps, including potential adverse action (e.g. enforced leave).
Scenario #5.  An employee has informed her supervisor that she is unable to report to work because her daughter’s child care center is closed due to an outbreak of influenza.  During her conversation she also reveals that her daughter is currently sick with the flu.  What HR flexibilities are available for the employee, and how do you protect other employees from exposure to the flu?   
· Employee may request sick leave to take care of a family member.

· Employee may request approval for use of other paid leave (i.e. accrued annual leave,  

           comp time, credit hours, or advance leave).
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Employee may request to participate in the Voluntary Leave Transfer Program, invoke 
           Family and Medical Leave entitlement, or request administrative leave without pay 
           (LWOP) if other available leave flexibilities have been exhausted.

· If employee is experiencing flu-like symptoms, employees may request telework in order to prevent the spread of influenza amongst other employees.
· Advise employees who indicate that they are experiencing flu-like symptoms to consult their health care provider to confirm a diagnosis.  If a diagnosis of flu is made, inform the employees that in order to prevent the spread of influenza among other employees, they should not report to work until cleared by their physician.  
· Encourage all employees to protect themselves by practicing proper sanitation procedures as listed above.
Scenario #6.  The supervisor of the VA Policy Office is informed that 25% of his staff has been affected by the Avian Flu.  Due to the sensitivity of the situation there can be no delays in implementing the critical response plan.  What Human Resources (HR) flexibilities are available for immediate implementation?

· Offer alternative work arrangements (i.e. flexible and compressed work schedules, or  

            telework). 
· Institute “social distancing” by allowing all eligible employees to telework until further 
           notice.
· Allow employees to take leave (i.e. annual/ sick leave, or advance leave). 

· If applicable, employ “evacuation pay” procedures.

Please contact your local Human Resources office with questions you may have regarding the various leave flexibilities listed below.  You will also find additional information on the OPM web site at: http://www.opm.gov/pandemic/agency1d-leave.pdf
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Scenario #1.  Due to a pandemic crisis in VA Central Office, a majority of the staff has taken ill.  Managers are forced to conduct all operations utilizing “social distancing” and telework in order to continue to conduct business within the organization.  What must managers do to ensure that “teleworking” is a viable solution at this facility?
· Have you identified all eligible and ineligible employees within the organization?           
· Have you implemented routine or emergency telework within the organization to test telework capabilities to the fullest extent possible.

· Are all employees aware of the name of their Information Security Officer, Human Resources (HR) Point of Contact (POC), and Information Technology POC.
· Create written telework agreements for all teleworkers at the facility, including


distribution of appropriate equipment and telework training.

· Coordinate with the Office of Information Technology (IT) to establish if the facility’s    

           infrastructure can handle the request for telework.

· Allow employees to establish regular or intermittent telework days in order to test
           their ability to telework. 
Scenario #2.  As a manager in charge of one of VA’s largest employee population located in various geographic areas, how can I use my employees’ locations to my advantage while developing my critical response plan in the event of a pandemic outbreak?  What HR flexibilities are available to assist in maintaining my office operations?   
· Offer alternative work arrangements.

· Institute “social distancing” by allowing all eligible teleworkers to telework until
further notice.
· Allow employees to exercise use of all available leave flexibilities. 

· If necessary, employ evacuation pay procedures.

          Offer employees the opportunity to change duty locations outside of the affected areas.


Scenario #1.  As Director over all payroll offices, you have responsibility for ensuring that employees are paid on time.  In the event of a pandemic, it is projected that it could affect 40 percent of the workforce.  This would include employees that are timekeepers and managers that certify time.  To ensure your level of readiness if your geographic location is affected, what steps have you taken to prepare for such an event? 
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 Below you will find some recommended steps that will help prepare both you and VA to provide for the continuity of pay in the event of a pandemic.

· Review Delegations of Authority to take into account the expected rate of absenteeism?
· Develop a Succession Plan for all organizations for pay purposes.

· Develop a plan for use of alternate worksites (i.e., home, telecenter, or other appropriate worksites that maintain social distancing measures to ensure the capability of maintaining essential services for up to several months during a pandemic or disaster. 
· Identify which essential services and functions can be continued from alternative work

           locations.  Also include consideration of the necessary IT capabilities.

· Identify alternate timekeepers and certifiers (two and three employee deep).
· Conduct training for alternate personnel.

· Conduct training on flexibilities for pay to include evacuation pay, overtime pay, night differential, premium pay, etc. 

· Review VA policy on evacuation pay. 
Scenario #2.  You have a staff of senior employees at the GS-14/15 levels.  One third of the staff is currently out sick or caring for family members with the pandemic flu that has affected your local area.  Due to this situation, you have had to require your remaining senior employees to work overtime to meet mission requirements.  Unfortunately, several of those employees are now getting close to meeting the premium pay limitations.  As a supervisor, what options are available to use to assist your employees while simultaneously meeting your mission requirements?  

· Review Office of Personnel Management (OPM) and VA Handbook 5007, Part V, 

           Chapter 3, Premium Pay for Title 38 Employees; on Premium Pay Limitations

· Review VA Handbook 5007, Part V, Chapter 2 on Overtime & Compensatory Time
Scenario # 3.   The VA Central Office is being evacuated by order of the Secretary due to an outbreak of Pandemic flu in the Washington, DC area. Critical mission requirements mandate that the VA must continue operations and those employees will be authorized to work from their homes as a “Safe Haven”.  This will protect employees from being exposed or spreading the flu to other individuals.  As a supervisor, what flexibilities do you have, to assign work to your employees during the evacuation?
· An evacuated employee at a safe haven may be assigned any work considered necessary or required to be performed during the period of evacuation without regard to the employee’s grade or title. 

· Supervisors may not assign work to an employee unless the agency knows the employee has the necessary knowledge and skills to perform the assigned work.

· Failure or refusal to perform assigned work may be a basis for terminating evacuation payments, as well as disciplinary action under 5 CFR part 752 (Adverse Actions).

· An employee’s inability to perform assigned work because of lack of knowledge of skills may not be a basis for terminating evacuation payments or taking disciplinary action. 
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